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o GEORGIA DEPARTMINT OF HUMAN RESOUACLS
APPLICATION FOR RECORDS RETENTION SCHEDULE J e ot OF ADIAISTRATIVE SERVICES

U e BECOHDS MANAGEMENT UNIT _{

' v
For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atanta, Georgia
30334. Phone - (404} 6564976 GIST: 2214983 .
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DHR ~ | 1. GEORGIA DEPARTMENT OF HUMAN N RESGURGES | " ARCHIVES . /ES AND H msronv -
Application Date | Office of Pinancial Services - [ Application Number
. ayroll it- Room 522- o
3/24/82 Payro % Unit- R $ ' | B2-6Y.
4 47 Trinity Ave. S.W, e
Application Number Data Recaived Date Qompiated
: Atlanta, Georgia 30303 PR
82-5 I o | a2 [APR 1 __?9_33 )
2. Porlon‘m toCo;t’:ctm T kam;_f'th T T ' -Tolaphcné Number
Cherles Heery : : J!umll_&wﬂ;e_ntﬁ_mw ﬂQLA;lL S
3. Actior. Regquested ST rmt C_ atia
a. X Esablish Retantion Schedule; ucord will mmlnuo o accurnulm ‘ X
b. [ Dispose of prasent accumulstion; no further sccumuistion anticipsted,
e. {JAmend Application No. Check One: [ Change; O ?perasde O void
4. Dutus of Series &. Records Series Titie l'lnlbud by titla used in office; i differsnt) h T T
Eariigst Latest
1977 __|continuin Annual_ngtiremen;;xotala_Begprts_(pacs 6008) _ ]
6. Dnmmn lnd Oﬂ'm Function . - . What is the function of the Division snd the Office in which this record serios 1a created?

1

The Office of Flnanciul Services had the re’spdnsibility to6 miAintdin the financial
records of the Department in a manner to reflect sepérate accouiitability foi each
type of activity administered by DHR, with disbursement classifications as required
by the State Auditor and the various Federal agencies. :

The Payroll Unit is responsible for the establishment, modification of termindtion
of employee payroll checks; and the recording, processing, reporting and maintaining
of employment wages, withholdings and related information requiréd by Pederal,- X
State and Local agencies.
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7. Records Series Description This file containg the following documents klhdud- fmn;;;b;}} and r:ths‘ﬁ- iby} iffggﬁ-;r;'ﬁi;-iif?Qe file.

Documents relating to: balancing salary and retirement contribution totals on computer ~
tape with the summary totals for the year.
Included are: "Annual Retirement Totals", a computer listing which fists"department °
name; total number of nemberu, salary, and retirement tontridutions,’

g, 0T
moEyS 3 ciaeT acc7 Iec T siet3 o' gt oa o ig: s o bec:
The file is srranged : Numerically by Department Retirement number
| 8. Monthly Reterance Rate T How oftan are records rafsrrad 5 which are: : R : “—hm_—_m‘
One to six manths old _655_._.. :  Saven to twelve months old __3__ﬂ. ;  Thirtsen to twenty-four months old _____2____ ;
twenty-fivea months and oider —_— ’
. P—AnnuailaeofAWmuinionorH-cords . _i' - ] . ) ,,,ﬂ,_%l. o T ]
_ Letter-sizedrawers . uw-clu drlwon e 3 Sholwes . ; Other f&?ac.'fy) 2.:.5.11 Lo =
- _ R binders
. | e hE. T R —— — T s
-:Jolm}gﬁa (778 o~ L L owm 5 (Over)

Ty -, Ll - PR - = R . L PN =
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[ YES | NO_]10. _Questionnaire  (Place an "X in the preper selumn) L o N ﬁ__a
i a. Is this the official copy of the series? :
i X If not, whare ia it? _ ;
i b. Does the serics eo-zu.n mnfsdv'\tial mformatwn requiring ucumv hand'mg? if yes, cite iaw or rwgulmon
X : e
i 1X | e isthissvial recora? ~ } f
X d. Doo_s this aﬁh; e historical or long ﬂm_nts;g?)ﬁgtg_e}___ . i
. When one or two documents in the file meks it noem.ary 5 kesp the enatire file for 8 'lony pariod, could thaoe documants ,
| Ix be schaduled sparately? R S P & e S :
v f. ta the informstion containad in this series svor publ:lhad? Ifyu. sttachoopy. ~ - ___\L o
g. Is the Information contalned in this serias ever mlvud andlor racordad in lummanzsd report?
v,d___,_"_'f“r stwchoopy. R F.0o
X . Isthors a dupllu:lon of thu saries in your offaco, or in another offrcl or lgﬂncy?
: P " - "w'm‘a? “ e et PN e A - . b — i ——— -
D S “ia this sorias (or-m;orporﬂono!ir)msia"vmcrommad? _ S N
_x_ 1 j. Doss the recorc sries result in & computer pnntaut? iﬂmriga include !_m_'in_tont ) L o j
1%. Resantion Requirsiments . The following requires the serias to be kept: ’
s. Swte Law L 2 yean. T d. Audit period —_— o ..years.
b. Statute of limitation ' —— e YOS, : s.  Administraiive nesd —b __ yesn.
c. Faders! law — VORI 7 : - 4, Federsl retention instructions — = YOO E.
It PUITY giioaen & . B S
Atuch copy or excorpt of fevs or mu!mmns Explein admlrmratm neorf -2 VA
‘Administratively, these files are needed py the payroll off 1ce to relearch lnd .
rverify employee rel:trenent contributions. Doemms o a gy oapa s e e g
SRR BB TEtEnITRes-To Ioacc Tkl oy Q:"_—= ‘ffh b ‘_‘:‘?;:..-1,1 V"YA\T‘ 'l,"_ :I‘-, J"\(.l::_;
. s2eth 5 e nben g e e hpo ot et s nd —
2. Approvod an:m.tlon ingtructions  This agency recommends that the fsle sorias be cut off at the end of esch: o
n-Reeord €Opy .. --.;:» DCaimcLarYur TJFucalYur. DOcther s 22 = - i £ . _then,
—rpcorl-original COPY . o . T TR R TR e
to ) sionttobrs -'87*"‘:-“, EEE SRR TRV W T3
ﬂéﬁ‘?m tga mn??gy"u R <1 SR mont'h(s) __.J--,-.. et Y8EF{sl; theh - Tyi s s T~
=) Transfor to loca! holding srea; hold __5_._ year{s); then -1 R S R L S 91837
D Transfer to State Records Center; hold 2 year{s); then
Kl Destroy ‘
{3 Transfer to State Archives for permanent retentien.
[0 Other (Specity) ,
Ref‘reuce copies - dettndtyipcoy Tess o afaey b ysalrz mias-~igd
LYY ar: ‘:‘3 af= v v rp e -t age
CoM-duplicate copy . i s
Retain in current JEilea ai-ea I; yeau ; theu dea’troy j"’. BRI L
; . IR ind A ne
Printouts ’
Send 2 copies to the State Employees Ret!.remenl: System
o
Thesa instructions apply to ail prior and future accurmnulstiens of the serias,
AGS Do AT Cn e T s A wd ulfenre ot —
I Date . Rm}w"m bffucer r&ﬂfftun} ) n Date
: o Stete Records Committes (SIgmrun) Date l
Recommendations in peneg - / Tt T T T o
12 ons approved. State AwuodUuignu
m Naeoproved, an_.ds\brrar
ofggpbmnon .} Designes
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